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Introduction




You've seen how quickly a campus schedule can fall apart:

A student worker calls out before a dining hall shift

A residence desk worker needs coverage when a class runs late.
A facilities team member is pulled into an urgent repair

An events manager needs more staff than expected

Managers are texting, adjusting schedules, checking hour limits, and trying to keep operations running
without creating coverage gaps or compliance issues.

What looked manageable on paper breaks down the moment real campus life takes over.

Scheduling in higher education shapes the campus experience, staff morale, compliance, labor visibility,
and how much time your managers spend supporting people versus fixing coverage gaps. When
schedules hold, campus operations feel steady. When they don’t, every department feels the strain.

And unlike other industries, scheduling must account for something just as important as a job — school.
Student availability changes constantly around classes, exams, and campus life. At the same time,
managers are balancing that variability against full-time and part-time staff with more fixed schedules,
additional compliance requirements, and operational responsibilities.

This guide is built to reflect that reality. We'll walk through what higher education institutions should look
for in employee scheduling software, how to evaluate vendors based on your campus needs and
maturity, and how to make a confident, long-term investment.
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Why employee
scheduling is different
In higher education
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Higher education institutions operate like small cities across:

« Dining « Libraries
« Housing » Recreation spaces
« Facilities « Event venues

« Student centers

.. all relying on shift-based coverage to keep your campus running.

At any given moment, multiple operations are running simultaneously. Dining is managing peak service,
facilities teams are moving between buildings, housing is covering evening shifts, and events are preparing
for large campus activities. Your students’ experience all depends on having the right people in the right
place at the right time.

This environment brings constant change across your campus.

Student workers adjust availability around classes and exams. Demand shifts with move-in, athletic events,
commencement, and academic breaks. Many schools are still managing this with spreadsheets, paper
schedules, or disconnected tools that were never built for campus-wide coordination.

On top of that, scheduling has to reflect complex rules. Student hour caps, Federal Work-Study limits, union
agreements, credential requirements, and campus policies all shape how schedules are built. When
managed manually, small mistakes can lead to payroll issues, compliance risk, and added pressure on
managers.

To understand what the right employee scheduling software should do, it helps to start with the people
managing this every day.

Across all these roles, the pattern is the same. Campus teams are asking for less manual work, fewer
surprises, and better visibility before a coverage issue turns into a service or compliance problem. Handling
these asks without adding complexity is where the right scheduling software starts to matter most.
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Dining and food services leaders: The balancer

Dining teams live inside predictable pressure with unpredictable staffing:

« Breakfast, lunch, dinner, and late-night service all have different labor needs.
« Student workers often fill cashier, server, and front-of-house roles.
« Full-time team members handle prep, kitchen operations, and supervision.

That mix creates constant movement across locations and shifts. When schedules lag behind real
availability, managers lose time to swaps, meal break adjustments, and last-minute coverage
requests instead of keeping service on pace.

Dining leaders need scheduling software that builds around academic calendars, fill callouts
quickly, and keep the right credentials tied to the right roles. Better visibility keeps dining running
smoothly across shifts and locations, even when student workers call out or turnover is high.

Facilities and custodial leaders: The coordinator

Facilities and custodial teams have to keep your campus running from morning classes through
evening events. Coverage is spread across buildings, sites, and shift schedule types:

« Some teams are heavily unionized, with rigorous standards for shift tasks and hours.

« Others depend on skill-based assignments for HVAC, electrical, safety, or other credentialed
work.

Why does scheduling matter: One missed assignment or overlap can delay repairs, create service
gaps, or introduce safety concerns.

These leaders need schedules that balance site, skill, and compliance. The right scheduling
software makes it easier to see who is assigned where, anticipate gaps before they become
problems, and adjust around emergency repairs or event-driven disruptions without losing
control of labor or coverage.
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Housing, residential life, and campus recreation leaders: The stabilizer

Housing and recreation teams rely on a mix of full-time, part-time, and student support roles, often
with extended hours and fluctuating demand. Scheduling pressures comes from all angles:

« Front desk coverage + Move-in weekends and holidays
« Late-night shifts » Recruitment visits

« Early openings « Seasonal activity spikes

* Intramural events

All these pressures fluctuating means a one-size-fits-all template doesn't work. Some roles also
require certifications such as CPR, first aid, lifeguard credentials, or crisis response training.

When communication is inconsistent or schedules don't account for qualifications, teams end up
overstaffed in slow periods and understaffed when coverage matters most. These leaders need a
single, visible schedule across facilities that keeps the right people in the right places while still
giving student workers the flexibility they expect.

Operations and auxiliary services leaders: The optimizer

Directors and vice presidents oversee dining, events, mailrooms, bookstores, facilities, student
centers, and other support services, each with different staffing patterns. They're usually not the
ones building schedules by hand, but they're responsible for what those schedules produce:
service quality, labor spend, consistency across units, and the ability to handle big campus
moments without breaking.

Without consistent scheduling visibility, it is difficult to see whether labor is aligned with
demand, whether departments are handling coverage efficiently, or whether staffing practices
are creating avoidable overtime and turnover. These leaders need one clear view of how
scheduling translates into coverage cost, operational stability, and day-to-day campus
performance.
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Campus safety and security leaders: The protector

Campus safety operations are less forgiving than most campus departments. They have little
room for error between:

« Minimum staffing rules

Certification requirements

Union considerations

Fatigue concerns

24/7 coverage expectations with rotational shifts

A missed post or a late schedule change can have immediate consequences. Beyond just
setting a rotation, your team needs the agility to fill sudden gaps, track expiring credentials,
and keep every officer connected in real time.

These teams need scheduling software that makes qualifications visible, simplifies coverage
communication, and helps leaders stay ahead of uncovered shifts. Even small gains in visibility
matter when your team has zero tolerance for coverage gaps.

Student employment and HR teams: The rule keeper

Student employment teams and HR leaders often feel the effects of poor scheduling after the
schedule has already been published. They're the ones fielding complaints, checking wage and
hour rules, reviewing payroll exceptions, and trying to reconcile hours across departments or
multiple student jobs.

The more decentralized the institution, the harder that gets. Student workers may have campus
policy caps, work-study limits, international visa restrictions, or department-specific rules that
Managers can't reasonably track by memory alone.

These teams need schedules that sync with payroll and HR, flag problems early, and give them
confidence that student hour limits and wage rules are being handled consistently across
campus. The right software reduces manual scheduling, improves audit readiness, and helps
every department follow the same basic guardrails without forcing the exact same workflow.
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Core capabilities every
higher education scheduling
solution should have
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The best scheduling solutions help higher education teams do five things well.

1. Schedule around academic life and student availability

2. Match staffing to real campus demand

3. Maintain compliance with student hour limits, labor rules, and credentials
4. Recover quickly from callouts, no-shows, and last-minute changes

5. Centralize schedules across locations and facilities

Each capability below includes a deeper explanation, followed by real-world examples and
technical features to look for. These sections reflect the daily responsibilities of your campus
teams, whether you're managing a single department or coordinating staff across multiple
facilities and locations.
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p Core capabilities every higher education scheduling solution should have "




1. Schedule around academic life and student availability

Student worker scheduling has to reflect the reality students are living in.
Classes, exams, breaks, and campus commitments shape who can work and
when, and that reality shifts every semester. Students also expect flexibility, like
updating availability, requesting time off, swapping shifts, and picking up extra
hours. When all of this lives in spreadsheets, texts, and hallway conversations,
conflicts pile up and managers get buried in back-and-forth.

The right scheduling system brings the academic calendar and day-to-day
flexibility into one process. Managers build schedules around class times and
semester rhythms, while students handle routine updates through self-service,
with approval workflows keeping managers in control. Shifts get covered,
managers spend less time chasing details, and campus jobs feel easier to
balance alongside coursework.

Look for software that:;

Stores changing availability by worker, role, and semester

Supports school calendar sync or schedule patterns that reflect
breaks and academic shifts

Offers a mobile app for availability, time-off requests, and shift
access from anywhere

Flags conflicts before schedules are published

Supports self-service shift trades, swaps, and pickups with
approval workflows

Keeps schedule communication and notifications in one place

Hello Jill! Manage shifts

You have been clocked in for:

03 : 24 : 23

Your metrics Available shifts

Feb

14 DETA

Feb

Feb 15 Feb 9:00 AM

DETAILS
13 1 STUDENT

SERVICES

Feb

DETAILS
13
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2. Match staffing to real campus demand

Higher education doesn’t run on a steady rhythm. Dining halls surge between
classes, rec centers spike during intramurals, and residence desks get

slammed at move-in, orientation, and major campus events. When schedules TR
are built without accounting for these shifts, teams end up either stretched
too thin or overstaffed at the wrong times. That leads to burnout on one end

and wasted labor spend on the other.

Employee scheduling software helps you plan staffing around how your
campus actually operates. Managers can use historical patterns, event

calendars, and demand trends to build schedules that align coverage with e — e ([
need before the week even starts. Instead of scrambling to fix gaps or justify
overages, you can spot issues early, adjust with confidence, and keep labor
spend in check. All while making sure every department has the support it ondey  Tuesday Wecnssday Thir
needs when it matters most.

=
/

Edit staffing rule

Position
Food service specialist v

Look for software that:;

Position working hours

Uses historical trends or event data to inform coverage needs Allday v/

Supports demand forecasting and labor planning by day, week, or e e e
event period

Shows the cost of scheduled shifts against a budget target

1 10

Tolerance limit for under / overstaffing

/ 5% 10%
Highlights periods that appear overstaffed or understaffed before Setup forecast e o
publication o tonaret 05 <
Makes it easier to match staffing to welcome week, move-in, L
commencement, sports, and other campus sur | . J

Gives operations leaders better visibility into daily and weekly
coverage costs
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3. Maintain compliance with student hour limits, labor rules, and
credentials

Compliance in higher education is layered. Student workers may be limited by
Federal Work-Study awards, campus policy caps, international visa rules, or
role-specific hour restrictions. Full-time and hourly staff may be covered by
union agreements, overtime thresholds, meal and rest rules, or departmental
policies. Add in role-based certifications that need to stay current, and it
quickly becomes too much to track manually, especially when employees
work across departments or schedules shift week to week.

Employee scheduling software helps you build compliance into the scheduling
process itself. Managers can set hour limits, credential requirements, and labor
rules directly in the system, with alerts when something puts the schedule at
risk. Instead of relying on memory or catching issues after the fact, you can
prevent violations before they happen. That gives HR, payroll, and student
employment teams clearer visibility into hours, costs, and eligibility — so you
can stay compliant without slowing down operations.

Look for software that:
Allows institutions to configure hour thresholds, alerts, and
reports by worker or role

Flags potential conflicts with labor rules, hour caps, or campus
policies during scheduling

Tracks position-based skill or credential requirements for each shift
Provides reports and audit logs that are easy to review

Supports conflict management that surfaces non-adherence risk early

Connects with time and attendance so the right hours hit the
right funding source when needed

Shift details Assign employee

Shift tasks

Time and place

Breaks Notes

Tags

Required skills

Site

Search employee Q

Who is working (1)

Staff from other positions (30)

‘| Custom conflicts settings

Weekly OT for part time employees
Shifts without tags

Working weekend

Splitting weekend shifts

Employees Locations & positions Break rules Shift tags

Current employee skills

Spanish fluency
Excel proficiency
ServSafe certification

CPR/First Aid

Add new skill

tcp
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4. Recover quickly from callouts, no-shows, and last-minute changes

No higher education team is spared from last-minute changes. Student workers Shiftdetals  Shitasks
get sick. Events run long. Emergency repairs come up. Weather changes
staffing needs. Someone misses a shift. What separates strong scheduling s om -

operations from chaotic ones is not whether changes happen. It is how much e
disruption those changes create.

Assignments

Strong scheduling systems handle change without everything else falling

behind. Managers can see open shifts right away, find qualified replacements +
quickly, and communicate updates without chasing people across texts and
emails. Adjustments happen in the moment, not hours later.

When shifts are filled faster, departments feel more stable. Service stays
consistent, and the same few people are not carrying the weight of every
callout. On a campus where needs change quickly, the ability to recover in real
time is part of what keeps everything running smoothly.

Look for software that:

Instantly notifies available and qualified staff about open shifts é Shift dotaile é
o . Backfill Ada Won
Supports auto-fill or suggested replacements based on skill, role, RO :

or preferred criteria .

S s ooy
Lets managers approve changes from mobile devices
Helps departments handle callouts across buildings and facilities Unpaid breakc 10:30 A - 1100 AV 30rin
mOre qU|Ck|y Contacted Paid break 3:30 PM - 4:00 PM  30min
Creates fewer missed shifts and less frantic back-and-forth Location
communication ©
Supports happier student workers and staff by reducing burnout
fromn constant scramble .

1 person on this shift Backfill
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5. Centralize visibility across departments, locations, and labor data

Scheduling in higher education is often decentralized by design. Each
department runs a little differently, with its own processes, priorities, and ways
of handling changes. That flexibility works, until there’s no clear view across
teams. Then it becomes harder to spot coverage gaps, track labor usage, or
understand where risk is building across campus.

Late today - 1

On leave - 2

Employee scheduling software gives you a connected view without forcing (
every department into the same mold. Managers can continue running their
operations in ways that fit their teams, while leadership gains visibility into
schedules, coverage, and labor trends across locations. Instead of operating in
silos, departments stay aligned without losing autonomy. I

On now - 18

Back in 12h 41m
May 7 - May 7

As more teams adopt a shared system, that visibility becomes even more
valuable. You can identify overlaps, control labor spend, and maintain
consistency across campus. All while giving departments the flexibility they
need to run effectively day to day.

é N
Look for software that: I
: . : . . . “— Upcoming shifts —/

Provides multi-location scheduling views across buildings,
facilities, and campuses ver | 900 A - 500 PM_ B o
Flags overlapping assignments or cross-department conflicts 13 Student services
Gives leadership a clear view into labor spend, coverage, and May  9:00 AM - 5:00 PM - 8hr N
Schedullng trends 14 Front office coordinator
Supports shared visibility while preserving department-level May  9:00 AM - 5:00 PM - 8hr i
Workﬂow ﬂeX|b|||ty 17 Admissions assistant
Standardizes core scheduling rules without forcing identical X |

schedules everywhere

Connects scheduling with payroll, HRIS, and campus systems to
reduce fragmented data
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How to evaluate higher
education scheduling
vendors based on your needs
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Not every institution starts from the same place.

Smaller campuses or departments might still use spreadsheets and text threads.
Other universities may have a lightweight app that works for one department but starts
to break down across campus.

Larger institutions may already have enterprise workforce tools, but managers still find
them too complex or too disconnected from day-to-day campus operations.

The best way to evaluate vendors is to start with your current maturity level and work
forward from there.
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Basic scheduling stage

Who this is for: Small colleges, auxiliary services teams, and individual departments still relying on spreadsheets, whiteboards, paper
schedules, or text messages.

At this stage, scheduling is reactive. Managers spend too much time building schedules from scratch, handling callouts manually, and
piecing together approvals and payroll information after the fact. Teams need one easy system that gives teams clarity, speed, and a
foundation they can actually adopt.

n i

Payroll

You often hear things like: “We just use spreadsheets or text messages,” “We usually text or call people when we need coverage,
takes forever because we're entering everything by hand.”

What you need Why it matters Risks to watch for

Heavy, overly complex tools slow
adoption and push teams back to
spreadsheets

Late updates and missed shifts
continue when communication stays
fragmented

Informal swaps create fairness
problems and coverage confusion

Premium pay and attendance problems
stay hidden until they become rework

Disconnected scheduling and payroll
workflows continue to create errors
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Intermediate scheduling stage

Who this is for: Multi-department universities using a basic scheduling app or standalone tool that no longer scales across locations,
departments, or compliance needs.

At this stage, the institution has already outgrown a simple fix. Departments may be using the same tool in different ways, or multiple
tools at once. Coverage becomes harder to coordinate, compliance rules become harder to apply consistently, and leadership still lacks
a clean view across campus.

" on

We need something more scalable,” “We
We need better visibility into hours and overtime.”

You often hear things like: “Our current app is fine for one location, but it's clunky for multiple,
have no good way to track credentials or compliance rules,

n i

What you need Why it matters Risks to watch for

Managers keep staffing shifts manually
and risk mismatched assignments

Coverage gaps, overlaps, and
inconsistencies stay hidden across
campus

Violations are only found after
schedules are published or payroll is
processed

Departments continue to overstaff for
safety or understaff when volume
spikes

Labor data remains fragmented
between tools and departments
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Advanced scheduling stage

Who this is for: Large universities already using an enterprise HCM, workforce suite, or older institution-wide system that feels too
complex, too expensive, or too hard for managers and hourly teams to use well.

At this stage, the issue isn't about having software, but whether it actually supports campus operations without creating friction.
Advanced institutions need strong reporting, labor visibility, and configurable rules, but they also need a system managers can use
confidently without an IT-heavy experience.

nonu nonu

You often hear things like: “Department managers need something easier,
Our labor data does not match payroll.”

It's too complex and difficult to adopt,” “We're paying for

nonu

features we do not use,

What you need Why it matters Risks to watch for

Data mismatches continue to create
reconciliation work and reduce trust in
reports

Leadership remains stuck with
fragmented reports and limited
operational insight

Generic rules create workarounds, poor
adoption, and local frustration

Work-study overages and payroll
questions remain hard to trace back

Shadow systems and off-platform work
continue even after rollout
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Questions to ask
before you buy
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Once you know what your institution needs, the next step is pressure-testing whether a vendor can handle the way your campus
really operates. The questions below help move the conversation beyond a product demo and into the day-to-day realities that
make or break scheduling success in higher education.

Questions about campus complexity Questions about student workers and compliance
+ How does the software handle multiple departments, « How does the software track student hour caps, Federal
locations, or campuses that all run differently? Work-Study thresholds, or visa-related work limits across
« Can each department manage its own workflow while multiple jobs?
leadership still gets one clear view across schedules and « Can the institution configure rules by role, location, or policy
labor costs? instead of relying on hard-coded defaults?
« How does the software prevent overlapping assignments « How are credential requirements, certifications, or role-
when staff work across more than one role or location? based qualifications surfaced during schedule creation?
Questions about callouts, flexibility, and communication Questions about labor visibility and implementation
« What happens when someone calls out right before a shift, » How does the software show scheduled labor cost against
and how quickly can managers identify qualified budget or expected demand?
replacements? « What integrations are available with payroll, HRIS, and time
« How do shift swaps, pickups, and requests work for staff on and attendance systems?
mobile devices? « How would you recommend an institution phase
« What communication history is visible when schedules implementation by department or pain point, instead of
change or approvals happen? trying to change everything at once?
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ROI and total cost
of ownership
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Investing in employee scheduling software in higher education often pays for itself faster than expected.

Beyond saving time and reducing administrative strain, strong scheduling software directly impacts campus operations and staff
experience. When you're managing employee scheduling in an environment where demand shifts constantly across departments,
events, and academic cycles, it can’t be understated how immediate the impact the right solution can have.

In simple terms, the cost of the software is often small compared to the inefficiencies your institution is already absorbing.

When scheduling becomes more consistent and predictable, coverage stabilizes, compliance becomes easier to manage, and teams
spend less time reacting to problems.

Where the software delivers measurable ROI:

« Reduced manager admin time — Department managers reclaim hours each week when schedule creation, shift changes, and
communication happen in one solution instead of across spreadsheets, whiteboards, and texts. That time goes back into
supporting staff and improving service.

« Faster coverage recovery — Shift swapping, mobile communication, and qualified replacement workflows reduce the disruption
that follows every callout. Teams spend less time scrambling and more time keeping operations steady.

» Lower compliance risk — Built-in alerts for hour caps, credentials, labor rules, and policy conflicts surface issues early, not after
payroll or during audits. This is especially important in student employment environments with varying rules by role and funding
source.

« Better labor alignment — Demand-aware scheduling and budget visibility help departments staff intentionally for meal periods,
events, move-in, orientation, and other campus rhythms. This reduces avoidable labor overruns and service gaps.

« Stronger payroll and funding accuracy — When scheduling and time data connect, hours flow to the correct job codes, cost
centers, and funding sources. This is critical for student workers with multiple roles and for managing work-study allocations
across departments.

» Improved retention and staff experience — Predictable schedules, clear communication, and self-service tools reduce daily
friction for student workers and hourly staff. While scheduling alone doesn’t solve turnover issues, it removes one of the most
common sources of frustration and can yield higher staff retention.
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Best practices for
Implementing employee
scheduling software
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Once you've selected a scheduling solution, implementation matters just as much as the purchase itself.

The goal is not to flip every department at once. It's to reduce friction, solve a visible pain point quickly, and build
confidence in the process so adoption grows from there. That is especially important in higher education, where
departments value autonomy and large-scale change can feel risky.

Preparing your organization for change

Successful implementation begins with proper
planning and clear communication. Prepare your
employees for the transition by outlining the new
system’s benefits and setting expectations for its use.
Help your teams understand why the change is
happening, what they'll need to do, and ultimately,
why this is a smart decision.

©

Establishing smooth transition and adoption

Organizations should introduce the software
gradually to guarantee a smooth transition, starting
with a pilot program before full implementation.
Gathering employee feedback and making necessary
adjustments can improve the user experience and
increase adoption rates.

2,

Training and onboarding strategies

Comprehensive training programs guarantee
employees and managers can use the software
effectively. Training sessions should cover essential
functions such as scheduling adjustments, time-off
requests, and compliance tracking. Offering ongoing
support and accessible training materials further
enhances adoption rates.

4

Measuring success and ROI

Measuring the success of an employee scheduling
solution involves tracking key performance indicators
such as scheduling efficiency, labor cost savings, and
employee satisfaction. Organizations should set clear
benchmarks and assess whether the software
delivers measurable improvements in workforce
mManagement.
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Make your higher education
operations run better with
employee scheduling software
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Imagine a campus where dining coverage feels intentional, front desks stay staffed, open shifts are filled
without a flood of texts, and managers can see problems before they become all-day disruptions:

« Student workers know when they work
« Department leaders aren’t stuck chasing down changes
« HR and payroll aren't cleaning up preventable errors after the schedule’s live

That kind of stability doesn’t happen by accident.

The right scheduling approach begins with the solution you're using, built for the realities of higher
education: changing student availability, multi-location coverage, event-driven demand, compliance
rules, and decentralized departments that still need one clear view.

When your scheduling process starts working with campus life instead of fighting it, service improves,
teams feel more supported, and labor decisions become much easier to trust. \\

Humanity Schedule by TCP is designed to support the level of clarity across campus operations, helping
institutions manage student and hourly worker schedules with better visibility, stronger commmunication,
and more confident control over compliance and coverage.

And for the public safety side of campus, Aladtec by TCP supports the 24/7 rotations, rapid coverage
changes, and compliance guardrails that campus police, security, and emergency response teams rely

on to keep students, staff, and the wider campus community safe.

If your institution is ready to move from reactive scheduling to a more consistent, campus-wide
approach, now is the right time to take that step.

tcp
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TCP Software’'s employee scheduling and time and attendance
solutions have the flexibility and scalability to suit your business and
your employees, now and as you grow.

From TimeClock Plus, which automates even the most complex
payroll calculations and leave management requests, to Humanity
Schedule for dynamic employee scheduling that saves you time and
money, we have everything you need to meet your organization’s
needs, no matter how unigue. Plus, with Aladtec, we offer 24/7 public
safety scheduling solutions for your hometown heroes.

Ready to learn how TCP Software takes the pain out of employee
scheduling and time tracking? Speak with an expert today.

Want to learn more? Let’'s chat.
tcpsoftware.com
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